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- 4_jjl A niYig ^ajuoS 


.Add Text < <J^JI c3j^ Sj£j ;cJ£joi 11 ci^t^ <jU£J 
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Shape Outline 
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Send to j' ‘<»C»VI cJ^J' ^ Bring To Front j^j < Order < 
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- 4_jjl A nioY^ \| ^UUj9 



llx-ll ^ajLLoS &J1A ^A^JjujJ jJJU^a (JISjuoVI L_ilc-I 
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.^jjILJI a^.^ 1 Delete ^\1 j£i\ c^jojLojI (J£jui ^julo! * 

x(JIS jujVI ^ Ac- ^)ijl AjtJaS (JISjujVI (j-o A r - j ^^ ^ * 
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t> < Picture 
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- 4_jjl A niYig ^ajuoS 
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: Square < Wrap Text 
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- 4_jjl JajM' A mYig \1 ^uot9 
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S I w O L4 I - Docl - Microsoft Word 
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Adjust 
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- 4_jjl A niYig ^ajuoS 
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j»^JI j^l < ( Square < Wrap Text (^') a£j=^ cJj^' <^jl' ^ ejj^JI 
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Hi a <n - o _x i- 
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References Mailings Review View Acrobat Format 
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<3g| Color ’ 1§| Change Picture 

j|i Artistic Effects * Reset Picture " 
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- 
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□ 

□£ Picture Border» 
» J Picture Effects - 
T ^ Picture Layout - 
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Arrange 




26 





































































































- 4_jjl A niYig \| ^jujS 


: Clip Art ;G11 j 

j»jxuj tClip Arts t> aj^U. (jJc. Jjjjlt 

C 2 ^ < Clip Art < Insert -^o^, ^Ac- (J-ojlII <3^j ^3 tg_^t^pt ^ laJjoiJ 
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p| * Ut Calibri (Body) -11 - A* a' Aa- ^ := * j= - **p' £“ @ 1H $i H 
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tm 


27 
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: Smart Art Aj ljgjg^gj t :M 
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4- Move Up 

^ Move Down 


,J 1>xt Pane Ri gh t to Left ^ Layout - 




S 5 ! 8 I Change 

Z_ Colors T 

JTL 
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- 4_jjl JajM' A mYig \1 ^uoi9 


: Statistical Charts ^l^aa.yi CjUakLait ;Luu.U. 

^ UjIHj A\ J ^aJJ CjULij (Jj'W JlLoJ ^gjl^ AiljJaj ^jfLaJ 
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- 4 _jjl A niYig ^ajuoS 


tjt ya £J j! A-ljl^CLa^l j <—l!)Ua Cll^/lj CllljLlJ Jl CllliLlJ 

:lS >i ijk Jiiuvij <^1 4^ ^ UiViis uuaj i dij^ i^u 
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^)ij( cSAaC. 1 <LudLoj <j3 (_3 
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3-^ Ja^Jt ^ 3 j 3 ^)ijl a\\ AjLix^a 

.Home 
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Change 
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- 4 _jjl A mYig \1 ^jljoS 


^ M (J - ^ Q n 

Tables JjM' 

^ j±i a ) j 4<1^_juo 4JL^)iaJ s.Luijl <AjlS^al ^)3^J 

Ia l3J^ .Lp^jt l$ L_iiijj A-ijl^lj 4-Ljl^'U u'j^' 


;aJIj 1I eiaUll j $k"u » i < Insert Table j^' < 
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4-L&' < Insert j^' :<^> 


r « - 

Insert Table 

0®’ 

Table size 


Number of columns: 
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Number of rows: 
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AutoFit behavior 


® Fixed column width: 

Auto t 

O AutoFit to contents 


O AutoFit to window 


| □ Remember dimensions for new tables | 

( OK 1 

Cancel | | 
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.JjaAI UiA JS jUi^V l^jk. jail 4 Jj^JI (^y& l Ax 11 
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- 4_jjl A niYig ^ajuoS 


Qj JSjJI lc» ^2 jI ^ l 3 ^$^ ^juoj^aSI ^ <a ■ tj^^j CliLajUa llx il 

L-L^jojI < ^ iaj\ 1 ^-lijoill ^9 ^JaJjuj 



tilli (JAJ Jj^Ult ^UaVI ^lc< ^jiAxlAj 

1 Jl L-L^judlt £-0 ^)Sjt < -||- Jl ^)julj-&]t (Jl^ (JjVn9 ^)j\ y^W 

^lajailtj ^lajaill c^lli ^jaj (Jj^alill ^jUaVl ^ic- ^lijjl ^)-niIi3j 

.L.L_l^juall ^)ijt < ^ ^-lt ^juoJ^aII (J£jui (J^^JJ3 

(J£juoj (Jj.^Jt A^L^> ^JJaIII Lai 
(J^ |^(JjjLi£]| CjJjSJ 

j^c. j| jku, j|) JjiaJt 

(Jjj3 (jj-aJ ^ (u^° 

Table < a lila^ll Alkiall 

sjaUlt j^kiu) < Properties 

[ Positioning, ■ ] 


IpWo Rpw |; Column I CsP || fljtTg^t | 

Size 


□Irefsred'^hj] [i ■ 


eai 

m 

IB 

Indent from Lef:: 

IP.™ i| 

1 - 

— 

— 



Left Cente' 

Text wrapping 


Right 


ffl= 

m 

— 
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None Around 

Table Erection 

O Riflht -to-left © Le£t-to-right 


[ Borders and Shading.T] [ Options.. 


L 


33 




























































































- 4_jjl A niYig ^ajuoS 


La£ ROW ^^hksi (j-a LOLkJl ^lilijl .^j-^j 
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- 4_jjl JajM' A mYig \1 ^jljoS 


(J£joi jjVnm 4 6^)Liikt Jj-gjlII ^lc.1 (JjA^Jt ^LilkV 

_ j cJs ^j sa^j j bjpj ^ j<;judii ji ^jujj^ji 

Jl ^)jalj^lt JlA ta^)Lllk] L-J^)S ^)julj-a3t £jAa ^)LllkV 


_^)Jajalll (J '& jlilkj ^JJjujj (J^juJI 

-Lxk JJJ3M jLaJ ,AjIj£JIj (AjJj 4 (J^Jj ^)ijt 4(JjA^Jt AjULlJ ^^IaJ 
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- 4_jjl A niYig ^ajuoS 


(Jlla ;Lj^laJl AjL&JI )*ijm jjJ tb^LaJI Lit jj ^ CjljLi£Jt 6(Jj-^Jt ja^J -He* 
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Eraser 


IQ - I -11 ■ I ■ lja | 1 13 1 I 1 14 1 I ■ 15 is ■!&■ I 1 17 1 I - is- 
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aUj^i jii-J < Text Direction < u^j < 

je^slill 


36 





















































































- 4_jjl A niYig \| ^ajuoS 


.Merge Cells ^ ^ 'g•> * 11 <—j^Ua^l <_Jlla jU^-Lk s.ic- 
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4 -i^j Descending yj-£ j' Ascending Lpc-L-aS) Jj^I 
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